
DEPARTMENT OF GENERAL SERVICES 
Hall of Recordi Commltilon 

Record! Management Dlvlilon 

7275 WATERLOO RD., P. O. Box 275 
JESSUP, MD 20794 - 0275 

P R O P O S A L A N D C E R T I F I C A T E OF R F r n p n g D E S T R U C T I O N 

District Court of Maryland 

COURT 

DCHQ 

Office of Finance 

COUNTY 

D e s c r i p t i o n o l R a c o r d l 
I n d u d t T i t le and/or F o r m N u m b e r 

FISCAL R E C O R D S 

r r Quarterly Cashier Reports 

Miscellaneous: Bank Books, Statements and 
Deposit Receipts, Reports pertaining to Budgets 
and Worksheets, Cancelled Checks, Check 
Copies and Stubs, Receipt and Disbursement 
Journals, Daily and Monthly Time Sheets, Delivery 
Order and Receipt, Expense Accounts, Forms and 
Statements (Local, State and Federal), Gas 
withdrawal Tickets and Mileage Reports, Paid 
Bills and Invoices, Periodic Financial Reports to 
Local and State agencies, Receipt Copies and 
Stubs, Reconciliation and Trial Balance Sheets, 
Requisitions and Purchase Orders, Withholdinla 
Tax. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

5 May 2011 

DATE 

A u t h o r i z a t i o n 

Retention 
Scried. N o . 

2219 SECV 
1c 

Inc lus ive 
D a l a i of R t c o r d i 

D e s t r o y e d 

July 1, 2003 -
30 June 2008 

Dale 

. 10/83 DGS-55Q-9 

V o l u m e 
( C u b i c Feet) 

I FT 

Destruction Certification 

Data of 
Destruct ion 

M e t h o d of 
D e s t r u c t i o n 

( R e c y c l e , s h r e d , 
landfi l l , e t c ) 

Stale Archivist 
iture of Court Official 

Instructions for Preparation and Submission on Reverse Side 

Tille Dale 



DEPARTMENT OF GENERAL SERVICES 
Hall . i t H i-1 i n i l l i i<1111illb&io 11 

Recortli Management Dlvliloii 

7275 WATERLOO ttD., P. O. Box 275 
JESSU1", Ml) 20794 - 0275 

P R O P O S A L A N D C E R T I F I C A T E OF R E C O R D S D E S T R U C T I O N 

. QilLricLCourt ofMary lanjL 
C O U R T 

DCHQ 
Office of Finance 

COUNTY 

5 May 2011 

D e i c r i p l l o n of R a c o n l a 
I n c l u d e T I U « end/or F o r m N u m b e r 

Invoice Copies 

FISCAL R E C O R D S 

Miscellaneous: Bank Books, Statements and 
Deposit Receipts, Reports pertaining to Budgets 
and Worksheets, Cancelled Checks, Check 
Copies and Stubs, Receipt and Disbursement 
Journals, Daily and Monthly Time Sheets, Delivery 
Order and Receipt, Expense Accounts, Forms and 
Statements (Local, State and Federal), Gas 
withdrawal Tickets and Mileage Reports, Paid 
Bills and Invoices, Periodic Financial Reports to 
Local and State agencies, Receipt Copies and 
Stubs, Reconciliation and Trial Balance Sheets, 
Requisitions and Purchase Orders, Withholdinla 
Tax. Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

V83 DGS-55Q-9 

Stale Archivist 

DATE 

gnalure of Court Official 

Instructions for Preparation and Submission on Reverse Side 



S DEPARTMENT OF GENERAL SERVICES 
1 U I I o f l l e c q r d i C o m m l e a i o n 

U e c o r d i M a n a g e m e n t I M v l i l o n 

7275 WATERLOO ttD., P. O. Box 275 
JESSUT, MD 20794 - 0275 

P R O P O S A L A N D C E R T I F I C A T E OF R E C O R D S D E S T R U C T I O N 

_LMnciCoiirtoLM^ryl^njL 
DCHQ 
Office 

coimr 
of Finance 

COUNTY 

5 May 2011 

D e a c i t p U o n ot R a c o r d a 
Inc lude 1 itie and/or F o r m N u m b e r 

DATE 

FISCAL R E C O R D S 

C r Employee Credit Cards Logs 
Miscellaneous: Bank Books, Statements and 
Deposit Receipts, Reports pertaining to Budgets 
and Worksheets, Cancelled Checks, Check 
Copies and Stubs, Receipt and Disbursement 
Journals, Daily and Monthly Time Sheets, Delivery 
Order and Receipt, Expense Accounts, Forms and 
Statements (Local, State and Federal), Gas 
withdrawal Tickets and Mileage Reports, Paid 
Bills and Invoices, Periodic Financial Reports to 
Local and State agencies, Receipt Copies and 
Stubs, Reconciliation and Trial Balance Sheets, 
Requisitions and Purchase Orders, Withholding 
Tax. Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

A u t h o r i z a t i o n 

R e t e n t i o n 
S c l i e d . N o . 

2219 

Stale Archivist 

team 

No 

S E C V 

1c 

I n c l u s i v e 
D a l a i o l R e c o r d i 

D e a l r o y e d 

July 1, 2005 -
30 June 2008 

V o l u m e 
( C u b i c F e e t ) 

I F T 

Dosl/ucllon Codification 

- 2 

Date o l 
D e » l r u c t l o n 

M u l l i o d of 
U a i l i u c t l o n 

( R e c y c l o , a h r a d , 
landll l l , etc.) 

1/83 DGS-55Q-9 
Signature of Court Official 

Instructor* for Preparation and Submission on Reverse Side 

Title 
Data 



DEPARTMENT OF GENERAL SERVICES 
H i l l o f l l e c q r i l i C o m m i s s i o n 

R e c o r d s M a n a g e m e n t D i v i s i o n 

7275 WATERLOO RD., P. O. Box 275 
JESSIJI', MO 20794 - 0275 

P R O P O S A L A N D C E R T I F I C A T E OF R E C O R D S D E S T R U C T I O N 

-DilLnrtCpjjrtoLMjr^lajuL 
COURT 

DCHQ 
Office of Finance 

COUNTY 

D e s c r i p t i o n o( R e c o r d s 
In d u d e 1 nle an dVor f o r m N u m b e r 

FISCAL R E C O R D S 

Employee Credit Cards Logs 
Miscellaneous: Bank Books, Statements and 
Deposit Receipts, Reports pertaining to Budgets 
and Worksheets, Cancelled Checks, Check 
Copies and Stubs, Receipt and Disbursement 
Journals, Daily and Monthly Time Sheets, Delivery 
Order and Receipt, Expense Accounts, Forms and 
Statements (Local, State and Federal), Gas 
withdrawal Tickets and Mileage Reports, Paid 
Bills and Invoices, Periodic Financial Reports to 
Local and State agencies, Receipt Copies and 
Stubs, Reconciliation and Trial Balance Sheets, 
Requisitions and Purchase Orders, Withholdinla 
Tax. Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

5 May 2011 
DATE 

A u t h o r i z a t i o n 

R e t e n t i o n 
S c h a d . N o . 

2219 

Item 
No 

S E C V 

1c 

I n c l u s i v e 
D t l a s of R e c o r d s 

D e s t r o y e d 

duly 1, 2005 -
30 June 2008 

V o l u m e 
(Cubic F t e t ) 

I FT. 

Date of 
D e s t r u c t i o n 

ale 

0/B3 DGS-55Q-9 

Stale Archivist 

De6lructlon Certification 

M u l h o d of 
D e s t r u c t i o n 

( R e c y c l e , s l u e d , 
Isndll l l , o i , . ) 

iJhalure of Court Official 

Instnictlons for PreparaUon and Submission on Reverse Side 

Title Dale 



DEPARTMENT OF GENERAL SERVICES 
H a l l o f R e c o r d s C o m m i s s i o n 

R e c o r d s M a n a g e m e n t D i v i s i o n 

7275 WATERLOO RD. , P. O. Uox 275 
JESSUP, MD 20794 - 0275 

£ J 1 0 P O S A ^ _ A N D C E R T I F I C A T E _ O F R E C O R D S D E S T R I i n T i n x 

DCHQ 
District Court of Mary land . Office of Finance .- 5 May. 7011 

COURT 

S e i l D B 

Hu. 

C O U N T Y 

Description ol Records 
Include Title and/or Form Number 

FISCAL RECORDS 

Budget and Fiscal Planning 

Fixed Asset Reconciliation 

Reports pertaining to Budget Estimates, Budget 
Schedule, Amendments, Physical Inventories, 
Reports of Fixed Assets, Reports of Materials and 
Supplies, Requests for Position Action 

Retain for three (3) vears and until all audit 
requirements have been fulfilled, then destroy. 

Deslruclion Approved by Hall of Records Commission 

DATE 

Aulbori ia l iun 

R e t e n l l o n 
S c h e d . N o . 

2219 

Dale 

10/83 DGS-55Q-9 

Slate Archivist 

I tem 
N o 

SEC V 
2 

Inc lus ive 
Dales o( R e c o r d s 

D e s t r o y e d 

July 1, 2006 -
30 June 2008 

Deslruclion Certification 

V o l u m e 
( C u b i c F e e l ) 

Date of 
Destruction 

5 - 1 ? - i f 

Method of 
Deslruclion 

(Recycle, shred, 
landfill, elc.) 

Signature of Court Official 

Instructions lor Preparation and Submission on Reverse Side 

Title Date 



DEPARTMENT OF GENERAL SERVICES 
H a l l o f I t u i q i i l l t '<n11111k>11111 

U e c o i >li M a n a g e m e n t D i v i s i o n 

7275 WATERLOO RD., P. O. Box 275 
JESSUP, Ml) 20794 - 0275 

P R O P O S A L A N D C E R T I F I C A T E OF R E C O R D S D E S T R U C T I O N 

District pfMfrt of Maryland 
COURT 

DCHQ 
Office of Finance 

C O U N T Y 

5 May 2011 
DATE 

D e s c r i p t i o n of R e c o r d s 
I n c l u d e 1 hie a n d , o r F o r m N u m b e r 

FISCAL R E C O R D S 

Requisitions 
Miscellaneous: Bank Books, Statements and 
Deposit Receipts, Reports pertaining to Budgets 
and Worksheets, Cancelled Checks, Check 
Copies and Stubs, Receipt and Disbursement 
Journals, Daily and Monthly Time Sheets, Delivery 
Order and Receipt, Expense Accounts, Forms and 
Statements (Local, State and Federal), Gas 
withdrawal Tickets and Mileage Reports, Paid 
Bills and Invoices, Periodic Financial Reports to 
Local and State agencies, Receipt Copies and 
Stubs, Reconciliation and Trial Balance Sheets, 
Requisitions and Purchase Orders, Withholdinla 
Tax. Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

A u t h o r i z a t i o n 

Retai l l ion 
S c h a d . N o . 

2219 

2* J^VWj 2D it 
ale 

VB3 DGS-55Q-9 

•am 
No 

S E C V 

1c 

I n c l u i l v a 
Dates o l R e c o r d s 

D e s t r o y e d 

July 1, 2006 
30 June 2008 

V o l u m e 
(Cubic Feet) 

I FT. 

Destrucllon Cmtlficalion 

Date o l 
D e s t r u c t i o n 

Mulhod of 
Ireslrucllon 

(Recycle, slued. 
Isndllll, oli,) 

Slate Archivist 

Signature of Court Official 

Insertions for Preparation and Submission on Reverse Side 

Tille 
Date 


